
Instructions for Certified Family Providers 
 
Certified Family Providers 
The following are instructions for completing the forms required for participation in YoungStar for 
certified family child care programs. 
 
A.  To complete the forms have the following THREE pieces of information ready: 

1. Your Provider Number:  
For certified programs, this number is found in the bottom-left corner of your Certificate of Approval 
(as shown below).  Additionally, for programs currently serving children who receive Wisconsin 
Shares subsidies, the Provider Number can be found in the upper-right corner of your Child Care 
Authorization (as shown on page 2), on your Wisconsin Shares check or on your direct deposit slip for 
Wisconsin Shares.  Alternatively, if you have access to the Child Care Provider Information (CCPI) 
web site, you can find your Provider Number on the CCPI web site after you log in (also shown on 
page 2).  
 
If you do not have access to the CCPI web site AND you are serving children who receive 
Wisconsin Share subsidies, you may request access at 
http://dcf.wisconsin.gov/childcare/ccpi/default.htm 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provider Number: 180039371

Certificate of Approval 
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http://dcf.wisconsin.gov/childcare/ccpi/default.htm


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Facility Number (continued) 
 

Programs currently serving children who receive Wisconsin Shares subsidies  
For programs that are currently caring for children who receive Wisconsin Shares, if you have access 
to the Child Care Provider Information (CCPI) web site, you can also find your Facility Number on 
the CCPI web site after you log in (shown below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provider Number: 380036563 Child Care Authorization 

 
 
 
 
 
 
 
 
 
 
 
 

Provider Number: 1800036371

CCPI Web Site (certified) 
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2.   Your Location Number:  
Programs not currently serving children who receive Wisconsin Shares subsidies 
If you are not currently serving children who receive Wisconsin Shares, your Location Number 
will be shown in the lower-left corner of your Certificate of Approval (as shown below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Programs currently serving children who receive Wisconsin Shares subsidies  
For programs that are currently serving children who receive Wisconsin Shares, the Location 
Number may be found near the top-right of your Child Care Authorization, Wisconsin Shares 
check or direct deposit slip for Wisconsin Shares (as shown on page 4).  Alternatively, if you have 
access to the Child Care Provider Information (CCPI) web site, you can find your Location 
Number on the CCPI web site after you log in (also shown on page 4).  
 
If you do not have access to the CCPI web site AND you are serving children who 
receive Wisconsin Share subsidies, you may request access at 
http://dcf.wisconsin.gov/childcare/ccpi/default.htm 

 
 
 
 
 
 
 
 
 

Location Number: 001

Certificate of Approval 
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http://dcf.wisconsin.gov/childcare/ccpi/default.htm


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Location Number: 001 

Child Care Authorization 

Location Number: 001

CCPI Web Site 

 

12/28/10  4



3.   The number of children enrolled in your program:  
This is the number of children you care for of all ages. 

 
 
B.   Filling out the YoungStar Participation Request—Certified Family Programs 
 

1. When you have gathered your Provider Number and Location Number (if applicable), 
and the number of children you care for, enter this information into the YoungStar 
Participation Request – Family Provider (as shown below).  Leave blank the Facility 
Number section (highlighted in yellow). 
 Enter the Provider Number in the pink highlighted area. 
 Enter the Location Number in the blue highlighted area. 
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2. Fill in the contact information for the program (highlighted in yellow below). 
3. Fill in the number of children of all ages that you serve and the ages of those children 

(highlighted in green below). 
 

 
 

4. Read the information on pages 1-3 of the YoungStar Participation Request form to 
guide your decision about what type of rating you choose for your program: 
Automatic, Technical or Formal with Observation. See page 2 of the YoungStar 
Participation Request form for full descriptions of each type of rating.   
 
If you have questions about which type of rating you should choose, please contact your Regional 
Office.  To find your YoungStar Regional Office, see the map at the following web site: 
http://dcf.wisconsin.gov/youngstar/map/default.htm.  If you do not have access to the internet, 
please call the main YoungStar number: 

1-888-713-KIDS 
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http://dcf.wisconsin.gov/youngstar/map/default.htm


5. Choose a type of rating. 
Non-Accredited Programs: Programs that are not accredited through the National Association 
for Family Child Care Accreditation (NAFCC) or the City of Madison should choose either 
Automated, Technical or Formal Rating with Observation by checking the box that corresponds 
with that rating (shown by the arrows below).  
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Non-Accredited Programs (continued): Programs that are not accredited through the 
National Association for Family Child Care Accreditation (NAFCC), or the City of Madison must 
also choose the type and timing of technical assistance that they want to receive.  Check one of the 
boxes under the type of rating you selected to choose the type and timing of technical assistance that 
you want to receive (shown by the arrows below).  

For example, a provider could check the box next to letter B to choose a Technical Rating and then 
check the box next to the phrase “Before technical rating” to indicate that the provider would like 
technical assistance before he or she is given a Technical Rating. 

 

 
 

6. Accredited Programs: Programs that are accredited through the National Association for Family 
Child Care Accreditation (NAFCC) or the City of Madison must enter information about their 
accreditation into the Accredited Child Care Programs Only section (shown below).  These 
programs must also choose if they want to receive a technical assistance or not.   

 Programs that do not want technical assistance should choose the first option.  
 Programs that want technical assistance should choose the first option. 
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7. Sign and date the form 
All programs must and date the YoungStar Participation Request in order for the form to be 
complete (highlighted below).  The form will not be complete if it is not signed. 

 
 

C.   Filling out the Wisconsin Share Participation Contract 
1. When you have gathered your Provider Number, Location Number (if applicable), 

enter this information into the Wisconsin Shares Participation Contract (as shown 
below).  Leave blank the License Number (highlighted in yellow below). 
 Enter the Provider Number in the pink highlighted area. 
 Enter the Location Number in the blue highlighted area. 
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2. Fill in the contact information for the program (highlighted in yellow below).  Then, 
enter the number of children (of all ages) that are enrolled in your program and 
number of classrooms in your program if applicable (highlighted in green below).  Fill 
in the number of children (if any) for which Wisconsin Shares reimbursement in 
currently received (also highlighted in green below).   

 

3. Read and complete the Child Care Program Responsibilities section of the Wisconsin 
Shares Participation Contract and SIGN the form at the bottom of the page.  
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D.  Return Both Forms to Your YoungStar Regional Office 
Programs must return both the YoungStar Wisconsin Shares Participation Contract and the YoungStar 
Participation Request form to their YoungStar Regional Office.  
 
To find your YoungStar Regional Office, see the map at the following web site: 
http://dcf.wisconsin.gov/youngstar/map/default.htm.  If you do not have access to the internet, please call 
the main YoungStar number: 

1-888-713-KIDS 

After sending in both forms to your Regional Office, you will receive a contact from them within four weeks of 
the date they receive your materials.  However, if you have any questions in the meantime, do not hesitate to 
call them. 

  
 

http://dcf.wisconsin.gov/youngstar/map/default.htm

